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Description Retention

News Release File

Contains news releases distributed by the Department.

At 5 year increments transfer

news releases 25 to 30 years

old to the Maryland State

Archives for permanent

retention.

Newspaper Clipping File

Contains daily newspaper clips.

Retain for 2 years, then

destroy.

Originals File

Contains original copies and sample of scripts, brochures, artwork, etc., produced for

public information and educational materials.

Retain for 3 years, then

destroy.

News Tapes

Copies of local news media stories related to the Bladensburg Police Department.

Retain for 3 years, then

destroy.

Digital Video Recordings

Recordings of Bladensburg Police ceremonies, graduations, press conferences, etc.

Screen annually and destroy

material that is no longer

needed for current business

with the following exception:

Transfer to the Maryland State

Archives for permanent

retention any material that

serves to document the origin,

development, and

accomplishments of the

Department and has continuing

administrative, fiscal, legal, or

historical value.
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